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United Sates Coast Guard

	[ENTER YOUR ADDRESS]

Staff Symbol: [ENTER STAFF SYMBOL]

Phone:
[ENTER PHONE]

Fax:
[ENTER FAX]

Email:    [ENTER EMAIL]
1401
DD MMM YYYY


MEMORANDUM

	From:
	[RANK] [NAME], [EMPLD], [USCG/USCGR]

[UNIT]
	Reply to
Attn of:
	[POC NAME] [POC STAFF SYMBOL]

[POC NUMBER]


	To:
	CG PSC (opm-1)

	Thru:
	[Chain of Command] (except Article 5.A.13.f)

	Thru:
	

	Subj:
	COMMUNICATION TO SPECIAL BOARD CONVENED UNDER ARTICLE [PLACE ARTICLE REFERENCE HERE] OF THE COAST GUARD PERSONNEL MANUAL, COMDTINST M1000.6A


	Ref:
	(a) [Include all correspondence (s)] e.g. CG PSC (opm-1) memo 1401 of [DD MMM YY]


1.  
#

	

	Enclosures:
	

	

	Dist:
	

	

	Copy:
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